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RD | nstruction 2030-A
PART 2030 - COVMUNI CATI ONS

Subpart A - Correspondence and Mail Management Progranms - Rural Devel oprent
State, Area, and Local Ofices.

§ 2030.1 Scope.

The provisions of this Instruction apply to Rural Devel opnent’s State,
Area and Local O fices (herein after referred to as field offices). It is
divided into the follow ng parts:

(a) PART ONE - CORRESPONDENCE MANAGEMENT
(b) PART TWO — OFFI Cl AL MAI L MANAGEMENT
§ 2030.2 Purpose. This Instruction:

(a) establishes Rural Devel opment correspondence and mail managenent
progr ans;

(b) prescribes the responsibility for the admi nistration and
i mpl enent ati on of these prograrns;

(c) prescribes the objectives and procedures for guidance in the
preparation of correspondence and use of official mail; and

(d) supplenents the provisions of the U S. CGovernnent Correspondence
Manual (USGCM) to neet internal requirenents. |If requirenents are
different fromthe USGCM Rural Devel opnment requirenents will take
pr ecedence.

§ 2030.3 (bjectives.

(a) Correspondence managenent. The correspondence nanagenent program
i s designed to:

(1) Iimt correspondence to essential requirenents;

(2) standardize correspondence practices, point out economes in
its practices, and increase productivity by devel opi ng standards
t hat speed correspondence preparation; and

DI STRI BUTI ON: W except Admi ni strative Services
Washi ngton, D.C.; SAL Conmuni cat i ons
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RD | nstruction 2030-A
§ 2030. 3(a) (Con.)

(3) inmprove correspondence fromthe standpoint of usability and
readability.

(b) Ml nmnagenent. The mmil managenment programis designed to
provi de rapid handling and accurate delivery of mail throughout Rura
Devel opnment at a m ni num cost.

§ 2030.4 Programresponsibilities.

(a) The Chief, General Services Branch (GSB), Support Services Division
(SSD) will:

(1) recomend and inplement policies and responsibilities for
agencywi de mai |l managenent; and

(2) provide assistance and guidance to field offices in
acconpl i shing the objectives of the program

(b) The State Directors, in their respective areas of responsibility,

(1) inmplenent the policies and procedures as prescribed in this
I nstruction; and

(2) devel op supplemental instructions as necessary to neet their
needs in training and in establishing standards and control of a
correspondence and mail managenent program However, the prescribed
formats or any basic provision of this Instruction or USGCM cannot
be changed wi t hout prior approval fromthe National Ofice (NO.

(c) The State Ofice Mail Managers (SOVM w Il be responsible for

(1) the training of field office personnel in the application of
this Instruction; and

(2) advising the State Director and the Adm nistrative Prograns
Director, of any problens relating to correspondence and nai l
managenment in the field offices.
§ 2030.5 Authority. This Instruction inplenents:
(a) The Federal Records Act of 1950 (44 U.S.C. 3102).

(b) Federal Property Managenent Regulation 41 C F.R 88 102.191 to
102. 194.
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§ 2030.5 (Con.)

(c) United States Postal Service (USPS) Domestic Miil Manual

(d) DR 3060-1 USDA Correspondence Managenent Regul ati on can be found at
http://ww. usda. gov/directives/fil es/dr/DR3060-001. pdf for reference.

PART ONE - CORRESPONDENCE MANAGEMENT

§ 2030.6 Correspondence.

Correspondence, as used herein, refers to the conduct of "Officia
Busi ness" by neans of formal and informal letters, tel ecomrunication services,
facsim |l e transm ssion, and other nethods of informal witten comunications
as prescribed by the USGCM Exhibits are attached for the conveni ence of the
users, illustrating text requirements, standard formats, and typing guides.

§ 2030.7 Letters.

(a) Informal letters. The informal letter ("To:" and " Subject:

format) will be used for npbst correspondence in the transaction of daily
routi ne business within Rural Devel opment and to other Federal, State,
and | ocal governnment agencies. The informal format will not be used for

correspondence outlined in paragraph (b) of this section. (See Exhibit
A of this Instruction and USGCM Part 1, Chapter 1.)

(b) Formal letters. The formal letter format contains an inside

mai | i ng address, salutation, and conplinentary close, and will be used
when the addressee woul d expect to receive a nore personalized letter
This format will be used when witing to the general public, mayors,

governors, foreign officials, independent agencies, heads of
departments, and Menbers of Congress. (See Exhibit B of this
Instruction and USGCM Part |, Chapter 1.)

(c) Miltiple letters. The term"nultiple letters" is used when the
same letter is sent to nore than one addressee and an original letter is
required for each recipient. (See § 2030.13(d) of this Instruction for
preparation of file copies.)

(d) Formletters. Formletters are pre-witten, the text required by
Rural Devel opnent Instructions, and nmay not be altered.

(e) Cuide letters. Guide letters are pre-witten exanples, used as a
gui de, which may be altered to fit the circunstances.

(10-08-03) PN 364



RD | nstruction 2030-A

§ 2030.8 Signature authority and signature fornats.

Redel egati ons of signature authority will be made in witing in
accordance with RD Instruction 2006-F. No official is authorized to sign
correspondence which exceeds the authority of the signer or which would be in
conflict with Rural Devel opment policy and procedures. In this respect, al
correspondence sent to nore than one State Director or State Office within
Rural Devel opnent, and any correspondence which establishes policy, changes
policy, or inplements or changes a Directive or Instruction, rmust be signed by
the Adm nistrator or the official designated to serve in that position (except
as otherw se noted in paragraphs (a) through (d) of this section). A signed
copy of ALL witten del egations of authority will be made a part of the
official record.

(a) State Ofices. The State Director will make del egati ons of
signature authority. 1In delegating signature authority to an "Acting"
State Director, the State Director will authorize individuals to sign

under the name and title of the State Director, using the "for" format.
The State Director nmay al so authorize individuals to sign routine-type

i ssuances under their own nane and title. (EXAMPLE: Administrative
Programs Director.) However, all correspondence of a policy nature sent
to nore than one addressee within a State's authorized jurisdiction nust
be signed by the State Director

(b) Area Ofices. The Rural Devel opment Manager is the regul ar signing
official in the Area Ofice. Due to the staffing in Area Ofices,

redel egations of signature authority will be made in witing by either
the Rural Devel opnent Manager or the State Director. The person

aut horized to sign in the absence of the Rural Devel opnent Manager wil |l
sign under the nanme and title of the Rural Devel opnent Manager using the
"for" format. However, the State Director or the Rural Devel oprment
Manager, at his/her discretion, may authorize the Rural Devel opnent

Speci alist or the Rural Devel opment Loan Specialist to sign under

hi s/ her own name and title, correspondence concerning those subjects

wi thin his/her del egated authority. This correspondence shoul d not

i mpact either on policy or instructional-type issuances.

(c) Local Ofices. The Conmunity Devel opment Manager and (when
authorized in witing) the Cormunity Devel opment Specialist are the
regul ar signing officials in the Local Ofice.

(1) Rural Devel opment Managers and Community Devel opnent Managers
may aut horize Community Devel opnent Assistants and Comunity

Devel opnent Technicians to sign routine-type correspondence under
the nane and title of the Community Devel opnent Manager, using the
"for" format.
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§ 2030.8(c) (Con.)

(d)

(2) Rural Devel opnent Managers and Comunity Devel opment Managers
cannot authorize enployees to sign correspondence, which requires
t he personal attention of the Rural Devel opnent Manager, or
Conmuni ty Devel opnent Manager, as prescribed in Rural Devel opnent

I nstructions.

(3) Rural Devel opnent Managers and Comunity Devel opment Managers
are responsi bl e for signed correspondence, and shoul d use discretion
when del egating signature authority to Rural Devel opnent field

enpl oyees.

Signature formats. The follow ng signature formats are only

aut horized in Rural Devel oprent:

§ 2030.9

(a)

(1) Formal and informal letters. The nane (in all capital letters)

and title of the regular signing official will be typed on al
correspondence. Wen an "acting" official signs, he/she will wite
the word "for" before the typed name of the regul ar signing
official. Signature and title are typed flush to the left margin.

(See figure 5 & 6; USGCM Part 1 Chapter 1).

(2) Legal docunents, agreenments, and contractual conmitnents. When
an "acting" official signs |egal docunments, agreenents, or
contractual comritments, the name of the acting official will be
typed on the docunent, with the word "Acting"” in front of the title
of the regular signing official. Signature and title are typed flush
to the left margin.

Congr essi onal correspondence.

State Office. Only the State Director or the Acting State Director

is authorized to sign congressional correspondence.

(10- 08- 03)

(1) Reply prepared in State Ofices. Wen the nature of the reply
to a congressional inquiry pernmts disclosure of information or
docunent ati on under the provisions of RD Instructions 2015-E and
2018-F, the State Director wll:

(i) reply within 7 cal endar days fromthe date the
congressional inquiry was received in the State Ofice; and

(ii) send a courtesy copy on letterhead to the Congressiona

Ofice (unless otherwi se stated on the i ncom ng
correspondence) .

PN 364
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§ 2030.9(a) (Con.)

(2) Reply prepared in the NO The reply will be prepared in the NO
when the congressional inquiry involves disclosure of information or
docunent ati on prohibited under RD Instructions 2015-E and 2018-F

In such instances, the State Ofice will pronptly acknow edge the

i ncom ng congressional letter explaining that their letter is being
forwarded to the NO for reply.

(3) NOrequest for information. On occasion, the NO nust obtain
specific information by tel ephone froma State Office to reply to a
congressional letter. Every effort should be nade to provide a
response by use of tel ephone, electronic mail, or facsinle

transm ssion within 24 hours. Should the congressional letter
require a detailed field report, the field office should conplete
the report as soon as possible. The State Ofice will notify the NO
as to the date the conpleted report nmay be expected.

(b) Area and Local Ofices. Upon receipt of a congressional letter in
an Area and Local Ofice, the Rural Devel opment Manager/ Comunity
Devel opnent Manager will:

(1) pronptly acknow edge the congressional |etter, advising that
the letter is being sent to the State Director for reply; and

(2) send the State Director the original incoming letter, a copy of
t he acknowl edgenment, and conplete information to enable the State
Director to prepare a conplete reply to the congressional letter

§ 2030.10 Tel ecommuni cati on servi ces.

(a) Facsinile transm ssion. This service should be used when the
transmitted information requires i mediate receipt in a distant city.
Facsinm |l e equipnent is available for use between the Nati onal

St. Louis, and field offices via the Federal Tel ecomruni cations System
(FTS2000) or conmercial phone networks. This equiprment will transmit an
exact copy of the witten word or other inage on a page at the other end
of the telephone line. Notify the NO ATTN Information Technol ogy

Di vi sion, of any changes in |ocation of the equipnent and/or tel ephone
nunber used to transmit facsimles. Al correspondence sent by
facsimle transm ssion requires the sane cl earance procedures and
signature authority as other outgoing (hard copy) nail.
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§ 2030.10(a) (Con.)

(1) Facsimle machines may be used between field offices for faster
revi ew of | oan docunments, nore tinely response to requests for
personnel actions, resolution of public conplaints, etc. They may
al so be used for nore tinmely review of | oan applications wth banks
and attorney’'s offices.

(2) Wen faxing information that contains the nane of a borrower or
other sensitive information, the recipient of the facsimle should
be notified when the fax is being sent and asked to stand by for
receipt. This will mnimnmze the risk of nonessential disclosure of
sensitive information.

(3) Form RD 2030-8, "Facsimnmle Transm ssion," and/or Cenera
Services Administration (GSA) Optional Form (OF) 99, "FAX
Transmittal ," may be used for facsimle transm ssions.

(4) Facsimle machine usage is restricted to "Oficial Governnent
Busi ness." The use of facsimle equiprment for personal use is
strictly prohibited.

(b) Electronic Mail (EM. This is a service that provides

conmuni cati ons between offices by use of term nals, processing

equi prent, and the multifunction work stations (MFW5). This nedia
provides an office the capability of sending and receiving nmessages,

letters, and other correspondence to other offices electronically. It
can be used to send Adm nistrative Notices, and is generally used to
send Unnunbered Letters to all offices of Rural Devel opment. It can be

useful in responding to congressional and presidential inquiries as
necessary docunentation may be provided quickly fromfield offices.

(1) EM either transmtted within Rural Devel opment or outside
Rural Devel opnent, requires the sane cl earance procedures and
signature authority as any other outgoing hard copy correspondence.
No Rural Devel opment official is authorized to sign and send, by EM
any correspondence whi ch either exceeds the authority of the signer
or which would be in conflict with any existing Rural Devel opnent
policy or procedure. EMis considered government property. |Its use
is restricted exclusively to "Official Government Business."
Therefore, the use of EM for personal use either within Rura

Devel opnent or outside Rural Devel opnent is strictly prohibited.

(10-08-03) PN 364
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§ 2030. 10(b) (Con)

(2) Field offices may not sign any EMthat establishes policy, or

i mpl enents or changes a Directive or Instruction; all such
correspondence may only be transmitted by the NO Field offices may
be instructed to retransnit the aforementi oned nessage or
correspondence.

(3) State Directors are authorized to set procedures for the
informal use of EMw thin their respective State.

§ 2030.11 Informal correspondence nethods.

The follow ng informal correspondence nethods are sinple to prepare and
require a m ni mum of processing by the clerical staff. The use of these
met hods will speed the flow of mail and substantially reduce costs in
correspondence practices.

(a) Letters of transnmittal. Prepare a letter of transmittal only if
official file copies are needed for record purposes and the materia
being sent is not self-explanatory. Wen the material is self-

expl anatory, a routing slip or OF-41, "Routing and Transmittal Slip,"
may be used. Appropriate notations such as to whom sent and the date
may be on the file copies of the materials, which were transnitted.

(b) Endorsenent nmethod. Wen a sinmple acknow edgenment or an infornal
comment is sufficient for reply, it may be typed or handwitten on the
incoming letter, signed by the person making the acknow edgenent or

comments, and returned to the sender. |If a file copy is needed, make a
machi ne copy of the original letter and conments. This method cannot be
used:

(1) outside of the Governnent other than to fill a request for

panphl ets or other printed stock itens;

(2) to issue delegations of authority;

(3) to announce policy; or

(4) to change an account/contract or when the reply of the

endorsing office would change its basic record. (See USGCM
Part 1, Chapter 2.)
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§ 2030. 11 (Con.)

(c) FormAD 311, "Speed Meno." The Speed Menp is a 3-part carbon snap-
out set which provides a quick and sinple nmethod of correspondence. It
may be typed or handwitten and is particularly adaptable for offices
havi ng recurring correspondence of an informal nature. Parts 1 and 3
are sent to the addressee. The originating office retains Part 2 as a
file copy until the reply is received fromthe addressee. The addressee
replies on Part 3 and returns it to the originator, retaining Part 1

The Speed Menmp cannot be used:

(1) for correspondence outlining or requesting policy decisions;
(2) when the nessage space is inadequate; and
(3) for correspondence to the general public.
(d) Post cards and formletters (preprinted). The use of a formletter
or post card will be prescribed by Rural Devel opnment |nstructions and

identified by formnunber. The use of either of these methods |essens
paper work requirenents and filing.

§ 2030.12 Ceneral letter witing quides.

Specific letterwiting requirenents are contained in Exhibit D of this
Instruction and should be used whenever applicable. Appropriate abbreviations
may be used as outlined in Exhibits E and F of this Instruction.

§ 2030. 13 Copy distribution.

The "Official Agency File Copy" shall be designated as such in the | egend
area at the end of the correspondence. |If nore than one copy is made, the
first copy should be designated as the "Oficial Agency File Copy" so that it
can be easily located for initialing purposes. A reader file copy may al so be
used for reference purposes.

(a) Courtesy copies. A courtesy copy should be prepared only for those
addressees who have indicated a need for one. EXCEPTION: In preparing
congressi onal correspondence, a courtesy copy (prepared on white
letterhead) is always made. Do not show carbon copy information on
courtesy copies unless it is typed on the original letter (see paragraph
(b) of this section).

(10-08-03) PN 364
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§ 2030. 13 (Con.)

(b) Copy distribution. Indicate "carbon copy" by typing "cc:" two
lines below the signer's title or "Enclosure(s)." Distribution of file
and information copies is typed only on copies retained in the
originating office. EXCEPTION. A special "cc:" notation may be typed
on the original letter (and all copies) when it is the intention of the
witer that the addressee should know the other recipients of the
correspondence.

EXAMPLE

cc:
Honor abl e Janes B. Doe
Assistant to the Vice President
United States Senate

Washi ngton, D.C. 20510

(c) Legend. The legend is typed under "cc:" information and appears on
file and information copies retained in the originating office. It
identifies the office, the witer's initials, and surname, the typist's
initials, and the date the letter was typed. (EXAMPLE

B&l : ABRoe: al : 4/ 30/92). When the witer is the typist, the typist's
initials will be onitted. The tel ephone number or extension of the
witer may be included in the legend if it would be helpful to reviewers
and signers of letters. (EXAMPLE: RH: ASDoe: eg: 720-9700: 4/ 30/ 92) .

(d) Copies required for multiple letters. Prepare only one set of file
and information copies for multiple letters. At the end of the letter
under the "l egend" or starting at the center of the page directly
opposite the signer's name and title, type "ldentical letter to:" begin
the Iist of recipients, typing the nanes and addresses continuously on
the sane |ine.

EXAMPLE: Ms. John P. Doe, 2244 Quincy Road, Tulsa, K 74121
If nore space is required, type the list on a separate sheet and
attach the list to each file and information copy.

§ 2030.14 Correspondence control and foll ow up

The establishment of a followup and control systemis a |local decision
and is best determ ned by the volume of correspondence processed. Ofices nmay
consi der the use of any of the follow ng optional nethods or develop a system
nore adaptable to their office.

(a) Keep a log of incom ng and outgoing mail, including dates for
fol | ow up.

10
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§ 2030. 14 (Con)

(b) On the reader's file copy of outgoing correspondence, indicate the
date of followup and hold it in a pending file.

§ 2030. 15 [Reserved]

§ 2030.16 Autonmted data processing.

Data processing is a valuable concept in correspondence managenent. Its
potential should be devel oped to the fullest extent possible. State Ofices
are encouraged to devel op standards for mechani zing correspondence for their
own use and, wherever practicable, in conjunction with their Area and Loca
Ofices. (EXAMPLES: Miltiple letters, formletters, guide letters and
par agraphs, State Instructions, and any repetitive docunentati on which can be
stored for retrieval and revision.)

§ 2030.17 Personal correspondence.

This Instruction does not restrict in any way the right of an enployee to
correspond with any person or public official with respect to nmatters of
concern to the enployee as a private citizen. (Revised 03-17-04, PN 372.)

PART TWO - OFFI Cl AL MAI L MANAGEMENT

§ 2030.18 Oficial Mil

As prescribed in this Instruction, all mail used to conduct the business
of Rural Devel oprment is "Official Mail." As such, Rural Devel opnent mail is
consi dered CGovernnent property and is subject to all rules governing the use
of CGovernnent property and the requirenents of the Donestic Mail Manual

(a) Miil, as described herein, includes letters, post cards, documents,
publications, directives, forms, packages, and any other witten
conmuni cati on received for distribution or dispatch

(b) Miilings, which do not relate exclusively to Governnment business,
cannot be sent as "Oficial Miil." Therefore, the use of "Oficia
Mail" items for personal use is prohibited. The filing of job
applications is considered a personal nmatter; therefore, the use of
post age paid envel opes, Oficial Mil Stanps, or netered nmail envel opes
for this purpose is strictly prohibited.

11
(Revision 1)
(10-08-03) PN 364



RD | nstruction 2030-A

§ 2030.19 Econony practices.

(a) Use pouch (batched) mail when mailing between Rural Devel oprment
of fices.

(b) Use the nost practical and economical class of mail w thout
jeopardi zing the efficiency or the security of essential nmail.

(c) Use special services only for security neasures, when prescribed in
Rural Devel opnent Instructions, or required by |aw

(d) Fold material that permits folding to fit the snallest envel ope to
acconmmodat e the enclosure instead of placing it flat in a large

envel ope. First Class Miil postage rates are based on the size of the
envel ope as well as weight.

§ 2030.20 C asses of mail.

To insure desired service and to elinminate the need for judgnental
decisions by U S. Postal Service (USPS) enpl oyees, endorse (mark) all mail
| arger than the normal number 10 envel ope (business envel ope) as to the type
of service desired.

(a) Donestic Mail. The term"Donestic Mail" is defined as mail
transmitted within, among, and between the 50 States, the District of
Colunbia, the U S. Territories and possessions, or to any of the Arned
Servi ces post office addresses.

(b) First ddass Mail. "Oficial Mil" weighing 13 ounces or less. It
is the fastest service (next to Express Mail) for Donestic Mail. |If the
First Class Mail is not letter size, make sure it is marked First C ass
Mai |l before it |eaves your office rather than Priority Miil in order not

to be charged the mininumpriority rate.

(c) Priority Mail. It is First Class Miil weighing nmore than 13
ounces. The maxi mum wei ght for Priority Mail is 70 pounds and the
maxi mum size is 108 inches in length and girth conbined. Packages nust
be so marked to receive priority handling and the return address nust be
shown on the address side of each piece to receive priority handling.

In order not to be charged the minimumpriority rate, only those
packages over 13 ounces should be marked priority. W encourage the use
of priority mail envel opes and stickers that are provided by the USPS.

12
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(d)

RD | nstruction 2030-A
c) (Con.)

(1) On envelopes, type (in all capital letters), stanp, or hand
print the word "PRIORI TY" on the address side of the envelope. On
packages, either use a rubber stanp or hand print "PRI ORI TY"
opposite the address |abel so the endorsenent is easily seen, or ask
your post office for a supply of Priority Mil stickers.

(2) Wen speed of delivery is essential, packages may be sent at
the priority rate rather than the Fourth-C ass Parcel Post rate.
Unless it is endorsed "PRIORITY" it will receive Standard Mail (B)
handl i ng.

(3) Priority Mail postage rates, in npst cases, are nore than three
tinmes the rates for Parcel Post. The sender should determ ne that
the speed of delivery is nore inportant than the cost of the specia
service. EMPLOYEES ARE REM NDED TO MAIL EARLY to insure that
expensi ve speci al services are used only when absol utely necessary.

Standard Mail (B) (Parcel Post). This service is available for

packages wei ghing 1 pound or nore that does not require priority

treat

ment. The maxi num wei ght for parcel post is 70 pounds and the

maxi mum si ze is 108 inches in conmbined length and girth. On the
package, either rubber stanp or hand print "Standard Mail (B)" in |large
letters. Standard Mail (B) is divided into the foll owi ng categories:

(10- 08- 03)

(1) Machi neable. Packages wei ghing 35 pounds or less are

machi neable if they can be processed by Bul k Mail Centers (BM)
parcel sorters. See FOOTNOTE* in paragraph (d)(2) of this section
for exceptions.

(2) Non-machi neabl e.

(a) Irregular size packages. See FOOTNOTE* for size-weight
criteria.

(b) Al Standard Mil (B) packages weighing 35 to 70 pounds.

FOOTNOTE*: Packages wei ghing 35 pounds or less are normally
machi neabl e. However, if packages wei ghing 35 pounds or |ess
nmeet any of the following irregular size criteria, they are
cl assified non-nachi neabl e:
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RD | nstruction 2030-A
§ 2030. 20(b) (Con)

Wi ght : Less than 8 ounces. Pieces
wei ghi ng between 6 to 8 ounces
are machineable if all sides are
rectangul ar in shape and they neet
t he ot her m ni num di mensi ons.

W dt h: Less than 3 inches or nore
than 17 inches.

Hei ght / Dept h: Less than 1/4 inch or nore
than 17 inches.

Lengt h: Less than 6 inches or nore
than 34 inches.

Rol I's or Tubes: Up to 26 inches |ong.

§ 2030.21 Special and other services offered by USPS.

(a)

Certified Mail

(1) Only First Class and Priority Mail can be certified. Certified
Mai | does not travel any faster than First C ass Mil

(2) Certified Mail provides a receipt and a record of delivery to
the sender. The carrier delivering the itemobtains a signature
fromthe addressee on a postal receipt, which is kept at the post
office for 2 years.

(3) Certified Mail should be used only when prescribed in Rura
Devel opnent Instructions or required by law. EXAMPLE: Non-
negoti abl e bonds and interest coupons will be sent by Certified Mi
as prescribed in RD Instruction 2018-E

(4) The endorsement for "Certified Mail" is placed above the
address and to the right of the return address. |f PS Form 3811,
"Return Receipt," is requested, the endorsenent on the envel ope
shoul d read "CERTI FI ED - RETURN RECEI PT REQUESTED." (See USPS
Donestic Mail Manual Section S915. 1. 3)

(5) Certified Mail should not be sent to a post office box address,
rather it should be sent to a street address.

14



RD | nstruction 2030-A
§ 2030.21 (Con.)

(b) Certificates of Mailing. A "Certificate of Miiling" provides
evidence that the itemwas mailed. The fee paid for a Certificate of
Mai |l ing does not insure the article against |oss or damage. Certificates
of Mailing are prepared by the mailer, except those who live on rura
routes, (See USPS Donestic Mail Manual Section S914, Certificate of

Mailing). Individual and Firm Mailing Book Certificates nust show the
nane and address of both the sender and addressee and may show t he anpunt
of postage paid. ldentifying invoice or order nunmbers may al so be placed

on the certificate. This is an excellent cost reduction service for
anyone who sinmply requires proof that the USPS has accepted the itemfor

mai | i ng.

(c) FormPS 3811, "Return Receipt." A return receipt provides proof of
delivery. The receipt will show who signed for the mail and date it was
delivered. It may be obtained for mail, which is sent "Registered" or
"Certified" by affixing the required anpbunt of postage in addition to
the registered or certified postage. It should be requested only when

it is essential for the records of the sending office.

(d) Registered Mail. It is the general policy of the Federal Governnent
to self-insure all risks of monetary |oss. Therefore, the use of

regi stered mail for "Official Mail" is prohibited.

(e) Insured Mail. It is the general policy of the Federal Governnent to
self-insure all risks of monetary loss. Therefore, the use of posta

i nsurance for "Official Mail" is prohibited.

(f) Special Handling.

(1) Ml sent by "Special Handling" is given preferential handling
to the extent practicable in dispatch, transportation, and expedited
delivery at destination. Special Handling service does not itself
insure the article against |oss or damage.

(2) The endorsenment "Special Handling" is placed above the address
and to the right of the return address. (See USPS Domestic Mai
Manual Section S930. 1. 6)

(g) Federal Express.

(1) Federal Express is a service guaranteeing next day delivery.
This service is used primarily for |oan dockets, critically urgent
mai | and the shipment of damaged equi pment to vendors. Each State
O fice should nonitor Federal Express usage by Area and Loca
Ofices to stay within their allocation.
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§ 2030.21(g) (Con)

(2) Federal Express airbills are prepared for each package.
Preprinted information will appear on every airbill. Block 1
contains preprinted information: shipper's account nunber, address,
and the internal billing reference information. Block 3 contains
preprinted information on the third party billing. Only a fewitens
will need to be filled out by the shipper. Under Block 1, fill in
sender's nane and commerci al phone nunber. Fill in all information
for Block 2 and under Block 4 "Services," check the appropriate box
under the headi ng Government Priority Overnight. Area and Loca

O fices should al so have their "Internal Billing Reference
Information" with their office code preprinted, and under Bl ock 3,
"Paynent" Bl ock 3 should be checked and the State O fice Federa
Express account nunber shoul d be preprinted.

(3) Federal Express will carry up to 150 pounds per package. The
fee is based on weight only.

(4) Federal Express personnel will deliver express nmail packages
directly to the room nunber of the addressee. Packages will not be
accepted in the Departnent’s Mailroom Therefore, the room nunber of
t he addressee nust appear in the address section of the airbill

(5) Overnight service will not be used on Fridays or the day before
a holiday unless a record is maintained of why the package needed to
be sent via overnight services and the record shows the nanme and

t el ephone nunber of the person who will accept the package at the
delivery address on a Saturday, Sunday, or holiday.

§ 2030.22 Miling instructions, envel opes, and Oficial Penalty Muil Stanps.

(a) Use of pouch (batching) mailing system This system provides that

mailings to, from and between Rural Devel opnent offices will be
accunul ated and placed in a pouch envel ope | arge enough to adequately
accommodat e the enclosures. To speed the flow of essential mail, it

shoul d be mailed on a daily basis. Al pouch mail being sent to the NO
nmust be placed in individual envel opes and addressed w th addressee nane
and STOP code (see exanple). The use of a routing slip stapled to the

correspondence w thout the use of a separate envel ope is not acceptable.

Exanpl e:
JOHN DOE

STOP XXXX
WASHI NGTON DC  20250- XXXX

16



§ 2030. 22(

(10- 08- 03)

RD I nstruction 2030-A
a) (Con.)

(1) "FOR OFFICIAL USE ONLY" identification on envel ope. Materi al
designated "FOR OFFI Cl AL USE ONLY" will be placed in a separate,
seal ed, unnetered envel ope identified as such on the envel ope, and
forwarded in the mail pouch to the designated Rural Devel opnent
office. If the envelope is to be opened only by the one to whomit
is addressed, "FOR OFFIClI AL USE ONLY-- TO BE OPENED BY ADDRESSEE
ONLY" may be shown on the envel ope.

(2) Audit and investigation reports. The follow ng audit and

i nvestigation reports and rel ated correspondence will be placed in
separate, seal ed envel opes nmarked "FOR OFFI Cl AL USE ONLY" and sent
by pouch mail to the attention of the appropriate division or staff
as shown bel ow.

(i) Audit Report: ATTN. Director, Financial Management
Di vision (FMD), STOP 0707;

(ii) Fiscal, disciplinary, or personnel matters: ATTN
Assi stant Administrator for Human Resources, STOP 0730;

(iii) Discrinmnation conmplaints mde by Rural Devel opnent
personnel, and discrimnation conplaints nade by OTHER t han
Rural Devel opnent personnel: ATTN. Director, Cvil Rights
Staff, STOP 0703; and

(iv) Investigation reports and rel ated correspondence
concer ni ng OTHER t han personnel or discrimnnation conplaints:
ATTN: Director, Financial Mnagenent Division (FVMD), STOP 0707.

(3) Correspondence pertaining to Freedomof Information (FOA) and
Privacy Acts (PA). Wen sending correspondence concerning the
Freedom of Information and Privacy Acts by pouch mail to the NO
place it in a plain envel ope and print or type "FO A OFFI CER, RURAL
DEVELOPMENT, SSD, STOP 0742, WASHI NGTON DC 20250-0742," on the front
of the envelope or "FO A OFFI CER, RURAL DEVELOPMENT, RURAL UTILITIES
SERVI CE (RUS), STOP 1522, WASHI NGTON DC 20250- 1522."

(4) Correspondence pertaining to Federal Tort Cainms Act (FTCA).
VWhen sendi ng correspondence concerning the Federal Tort C ains Act
by pouch mail to the NO place it in a plain envel ope and print or
type "FTCA OFFI CER, RURAL DEVELOPMENT, SSD, STOP 0742, WASHI NGTON DC
20250-0742," on the front of the envel ope.
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§ 2030.22 (Con.)

(b) Ml code on remttance envel opes. Show the field office mail code
bel ow the return address in the upper left-hand corner of renittance
envel opes.

(c) Envel opes.

(1) Odering envel opes and | abels. Envel opes nmay be ordered
directly fromlocal, designated GSA contractors with the field

of fice return address. Labels may al so be obtai ned from GSA
Customer Supply Centers. Wen ordering envel opes, refer to the GSA
Federal Supply Schedule for printed envel opes. Three envel ope
styles are recommended: envel ope nunmbers 201, 202, and 203.
Printing format "A" nust be designated in order to allow six lines
of type in the upper left corner of the envelope. The exact copy
you desire to be printed as your return address must be included
with the Form AD-838, "Purchase Order.”

(2) Address correction requested. State Ofices at the discretion
of the State Directors, may include "ADDRESS CORRECTI ON REQUESTED"
on their printed envel opes. The statenent shoul d appear 1/4 inch
bel ow the return address. Envelopes printed with "ADDRESS
CORRECTI ON REQUESTED' will not be charged a fee by USPS unl ess they
are actually used for an address correction. Wen an envelope is
forwarded to a new address, the USPS will issue a formto the sender
i ndi cating the new address of record.

(3) TYVEC envelopes. This type envel ope is reseal able and

t ear proof and should be reused as many tinmes as possible. Turning
TYVEC envel opes inside out and reusing themis an acceptable
practice. This also includes the reuse of Federal Express and
Express Mil TYVEC envel opes by turning theminside out. Tape
shoul d be used to seal the flap after the adhesive fails.

(4) Wndow envel opes. These envel opes shoul d be used when
applicable. Be sure only the addressee's name and conplete mailing
address, including the Zone | nprovenent Program (ZlI P) code, are
clearly visible through the "w ndow' portion of the envel ope. No
part of the text of the letter or confidential information should be
seen; i.e., social security nunber, borrower case number, etc.
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RD | nstruction 2030-A
§ 2030.22(c) (Con.)

(5) Non-standard surcharge. On first-class envel opes, a surcharge
will be added to the regular postage if any of the follow ng size
[imtations are exceeded and the weight is 1 ounce or |ess:

Lengt h exceeds 11 1/2 inches, or

Hei ght exceeds 6 1/8 inches, or

Thi ckness exceeds 1/4 inch, or

The I ength divided by height, is |Iess than
1.3 or nore than 2.5 inches.

EXAMPLE: Pl acing one or two pieces of paper flat in a 9 x 12
envel ope.

To avoid the surcharge and additional postage required for mailing
| arger envel opes, fold all material that pernmits folding and use the
smal | est size envel ope to acconmodate the encl osures.

(6) Plain white envel ope. These envel opes should be used when a
response is requested and the response benefits those other than the
Agency. The originating office should either type or stanp their
address on the address side of the envel ope prior to placing it in a
| arger envel ope to be mailed to the recipient. Person(s) responding
shal | be responsible for providing First C ass Postage, not Rura
Devel opnent. (See 8§ 2030.29(i) for an alternate envel ope).

(d) Preparation. The address on the envel ope should be typed in al
capital letters, with no marks of punctuation, using the State two
letter abbreviation, and the ZIP Code. Use the ZIP+4 Code if it is
known. The attention line should be the first line of the address
foll owed by the conmpany name on the second line. The line directly
above the City, State and ZIP Code line will be the address where the
mail is delivered whether it is a post office box or a street address.
Use standard abbreviations when possible. (See Exhibit K of this
Instruction for further description.) The following is an exanple of
how t he USPS woul d |i ke envel opes addressed:

ATTN: ADEL BAKER
XYZ COVPANY

144 BI SHOP RD
BRANDY MD 20223-1115
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RD | nstruction 2030-A
§ 2030.22 (Con.)

(e) Oficial Penalty Ml Stanmps and Prestanped Penalty Envel opes.
Penalty Mail Stanmps and Prestanped Penalty Envel opes can only be used in
conjunction with the "Official Business" of Rural Devel opment. Any

m suse found by Rural Devel oprment, USDA, or USPS will be investigated by
the O fice of the Inspector General (O G and/or the USPS Post al

I nspection Service. "Oficial Penalty Ml Stanps" and "Prestanped
Penal ty Envel opes" are avail able through the USPS and a supply may be
kept on hand to carry an office through instances when a neter is out of
service. See Exhibit Hof this Instruction for additional information
regarding the Oficial Prestanped Penalty Envel ope.

§ 2030.23 Postage-due Mail. (Al so known as "Shortpaid Mil".)

CGover nrent agenci es nust pay all postage due on mail accepted wi thout
sufficient postage. Field offices will use discretion in determ ning whet her
Post age-due Mail should be returned to the sender or accepted. Postage-due
Mai | may be handled in one of two ways:

(a) If the mail is not deemed essential to Rural Devel opnent
operations, it should be refused and returned to the sender

(b) 1In accordance with Section P011.3.1 of the USPS Donestic Mai
Manual , Postage-due Mail may no | onger be paid with penalty neter strips
or penalty mail stanps, a postage due account nust be establi shed.

§ 2030.24 [Reserved]

§ 2030.25 Wthholding of Standard Mail (A) during Decenber.

The USPS requests the wi thhol ding of Standard Mail (A) printed materia
such as newsletters, etc., from Decenber 1 through Decenmber 26 of each year

§ 2030.26 Zone | nprovenent Program (Zl P) Code.

The ZI P Code is the |l ast part of the total address and the use of the ZIP
Code is a requirenent. Therefore, all offices who obtain, furnish, record in
any manner, or otherw se use an address, nust include the ZIP Code. Ofices,
whi ch do not have a National ZIP Code Directory, may access this informtion
at http://ww. usps. gov/ncsc or consult their |local postmaster for any needed
ZI P Code information. Use the ZI P+4 Code whenever it is available to speed
del i very.
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§ 2030.27 Oficial Mail Reporting System (OVRS).

The Pitney Bowes OVRS report details all transacti ons made on each Rura
Devel opnent OVRS nmeter. The report is sent to each SOW (except Puerto Rico)
on a quarterly basis. Each SOW wi ||l be responsi ble for maintaining the
accuracy of the report in conjunction with their respective field offices.

Di screpancies will be reported to the NO Mail Manager (NOW) . Each field
office will continue to maintain a daily record or log of their transactions
(i.e., daily neter readings) on the OVRS neters and informthe SOW of any
irregularities to ensure up-to-date information on any di screpancies that may
occur.

§ 2030.28 [Reserved]

§ 2030.29 Metered Mil.

Al field offices nationwi de are authorized to use official postal neters

unl ess the volune of outgoing mail is not sufficient to warrant |easing a
basi ¢ stand al one neter (such as a suboffice) whereupon that office will be
aut horized to use Prestanped Penalty Envel opes. The postage nmeter key will be

| ocked in a fireproof cabinet for safekeeping.

(a) Opening, closing, and relocation of field offices. Prior to the
openi ng, closing, or relocation of any field office, the NO SSD, nust
be notified 30 days prior to the opening, closing, or relocation. The
State OFfice (SO wll contact the Agency's postal neter vendor and make
all arrangements to have neters noved or deactivated. The SO wil |l
contact the vendor to have new nmeters installed. When an office using a
postage neter noves to another town, the neter |icense nmust be adjusted.

(b) Postal nmeter licensing. A separate postal neter |icense nust be
obtained by the field office at their respective local U S Post Ofice
prior to the installation of a neter. A postal license may be obtai ned
by submitting PS Form 3601-A, "Application for a Postage Meter License,"
to the I ocal post office. PS Form 3601-A may be obtained fromthe USPS.
No fees are charged for obtaining the license. Once the license is
approved, a copy of the approved |icense nust be sent to the NOW SSD

(c) Postage neter inspection. Postal regulations require that al
nmeters be inspected every 6 nonths. |Inspections can be acconplished at
the tine of nmeter setting. A neter not needing to be set in 6 nonths
shoul d be taken to the post office for inspection. The neter

manuf acturer nust notify each site of the due dates for meter

i nspecti ons.
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RD | nstruction 2030-A
§ 2030.29 (Con)

(d) Fiscal Year nmeter resets. Meters are not to be reset between
Sept ember 30 and COctober 5 due to a difference in USPS and Gover nnment
fiscal years.

(e) Meter replacenent. |If a meter needs to be replaced and the
remai ni ng postage is transferred fromthe original meter to the

repl acenent meter, the NOW SSD, should be notified. Postage will be
transferred to a replacenent nmeter only. It will not be transferred to
a neter operating under a different Iicense nunber. |If a credit is due,
do not accept a Postal Mney Order for the credited amount. The |oca
postmaster is to process docunments that will credit Rural Devel opnent’s
account .

(f) Resetting "Postage-By-Phone" neters. Ofices having a "Postage-By-
Phone" neter will set the neter over the phone |ines, through the
vendor’'s Data Center.

(g) Meter setting log. State Directors will be responsible for
determ ning the need for neter setting logs in their field |ocations.

(h) Spoiled neter postage. Do not destroy spoiled or unused neter
postage. Obtain a PS Form 3533, "Application and Voucher for Refund of
Post age and Fees," fromthe USPS and conplete it at the setting post
office each tine the neter is set. The USPS will credit the nmeter bil
for the unused postage. The unused or spoiled postage shoul d be
attached to the entire unused envel ope or enough of an unused package to
i nsure that the package was not mailed using the neter inmprint. No
refund will be made in cash or applied to a neter.

(i) Prenetered envelope. This envel ope should only be used when certain
that a response is forthcom ng. Postage may be affixed by placing an
undated neter strip on envel ope #32 (speci al envel opes which specify "No
Post age Stanmp Necessary - Postage has been Prepaid by the Rura

Devel opnent, USDA') with the required anount of First C ass postage. The
First O ass postage affixed to this envel ope is expended whet her the
envel ope is used or not. Therefore, it is inportant that a response be
fairly definitive fromthe recipient prior to using this envelope. The
originating office should either type or stanp their address within the
brackets on the address side of the envel ope prior to placing that

envel ope inside of a normal business envelope and mailing it to the
recipient to return to the Agency.
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§ 2030.29(i) (Con.)

(1) Prenetered envel opes cannot be provided to:
(i) bidders, contractors, or their affiliates;

(ii) private persons, non-governnental concerns, and

organi zations for mailing applications for Rural Devel opnent
services or enploynment, financial remittances from borrowers,
or other information, which they are required to provide by,
I aw;

(iii) respondents required by lawto reply to the Agency; or

(iv) respondents that will benefit fromthe return of the
requested information (i.e., | oan applications, etc.)

(2) If it is in the best interest of Rural Devel opment and you wi sh
to provide an envel ope as prescribed in paragraph (i) of this
section, use plain white envel ope #824 (see § 2030.22(c)(6) of this
I nstruction).

(j) Meter _malfunctions. |If a neter malfunctions or other problens do
not permt metering, use one of the foll ow ng:

(1) Oficial U S Penalty Mil Stanps.
(2) Oficial Prestanped Penalty Envel opes.
88 2030.30 - 2030.50 [Reserved]

Attachments: Exhibits A, B, C[Reserved], D, E, F, G][Reserved],
H [ Reserved], | [Reserved], J [Reserved] and K

o0o
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Exhi bit A
[ ON LETTERHEAD] | nformal Letter Format
2 vlines down fromletterhead
December 1, 1993 (Added after signature)
3 vlines down
TO Rur al Devel opnent REPLY TO ATTN OF
2 tabs Support Services Division
STOP 0742
Washi ngton, D.C. 20250-0742
2 l'ines
FROM (Option **)
2) lines
SUBJECT:
3 llines to body of the letter
This letter shall be prepared on letterhead. It illustrates the
informal letter format used throughout the United States Government.
This format will be used to prepare npst day-to-day letters in the

transaction of routine business within the Departnment and with ot her
Feder al agenci es.

Begi n the body of the memorandumthree |ines belowthe last |ine of the
subject. Single space lines in the paragraph and doubl e space between
par agraphs. Short letters of 10 lines or |ess, double space between
lines and triple space between paragraphs.

The nane of the signer will be typed on the fifth line below the |ast
l[ine of an informal letter, flush with the margin. |If nore than one
line is needed for the signer's title, begin succeeding line indented
two spaces. The entire signature el enent should not run over four
lines. **When using FROM There is no signature block at the bottom of
the letter.

5 |lines

JOHN P. RUTHERFORD
State Director

2 llines
cc: Area Director, Carter (May be typed on origina
Local Supervisor, G ayson if so determined by witer)

(USGCM Part 1 Chapter 1 figures 5&6)

2 llines

Attachnents
(0]0)
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Exhi bi t

[ FORVAL LETTER FORVAT ON LETTERHEAD]

g

14

%l i nes

i nes

December 1, 2003

lines down to show through w ndow

MR JOHAN G EDWARDS

NATI ONAL RURAL ELECTRI C
COOPERATI VE ASSOCI ATl ON

5906 WEAVER PLACE

HARRI SBURG PA 15714

Dear M. Edwards:

2| i nes

This exhibit illustrates the format for preparing formal letters

t hroughout the United States Governnent. The formal letter should be
used when protocol dictates, or when the addressee woul d expect or
shoul d receive a nore formal or personalized letter

The date nmay be typed or stanped approximtely three |lines bel ow the
| etterhead.

Left and right margins are at least 1 inch and not nore than 1 and %
i nches. Each part of the letter is doubl e-spaced fromthe previous
text. The signing official’s nane and title are typed at |least five
lines below the conplinmentary close.

Start typing the signer's nane flush with the left margin on the fifth

B

line below the complinentary closing. Please refer to Exhibit A of this

Instruction for instructions in conpleting the signer's title.

%llines

Si ncerely,
5 [ines
JOHN P. RCE

1

State Director

i nes

Encl osure [DR-3060-1 14(q)(1)]

(0]0 )
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Exhibit D
Page 1
GENERAL LETTER WRI TI NG GUI DES
The foll owi ng paragraphs reflect letter witing requirements in Rura
Devel opnent :
(1) Letters replying to Rural Devel opment borrowers. 1In response to

borrowers/applicants and ot hers seeking our assistance, it is the policy of
Rural Devel opnent that our letters should reflect a personal interest, be
friendly in tone, and understanding of their needs.

(2) Letterhead. Oficial letterhead paper should be used for the first page
of internal and external correspondence. |If the letter is nore than one page
I ong, print the succeeding pages on plain bond paper

(3) Telephone nunmber of office. Wen preparing correspondence to the genera
public, include the comercial telephone nunmber of the office. The tel ephone
nunber shoul d be typed under the return address at the top of the letter or
included in the text of the letter. This will serve as a convenience to the
borrower/applicant in calling the office. (See Exhibit B of this

I nstruction.)

(4) Two-letter State abbreviations. Two-letter State abbreviations may be
used only on the envelope or in the address portion of the letter when using
wi ndow envel opes. They should not be used in the body of the letter or in
formal witing. (See Exhibit E of this Instruction and U. S. Gover nnment
Correspondence Manual, Part 11, Chapter 5.)

(5) "FOR OFFICIAL USE ONLY" correspondence.

(a) The term"FOR OFFI Cl AL USE ONLY" will be used in identifying
nondef ense classified material which requires limted access handling or
restricted processing. No other termw |l be used.

(b) "FOR OFFICIAL USE ONLY" will be typed two |ines above the “TO on
an informal letter, or two |lines above the inside address on a fornmal
letter, flush with the left margin. (See §2030.22 (a)(l) of this
Instruction for preparing the envel ope.)

(6) "Special Services" Mil

(a) Special service mailing instructions (Certified, etc.) will be
typed two |ines above the "SUBJECT" on informal letters, and two |lines
above the addressee's name on formal letters, flush with the left
margi n. When nore than one instruction is used, type them continuously
on the sane |ine separating themw th a dash. EXAMPLE: "Certified -
Return Recei pt Requested."
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Exhi bit D
Page 2

(b) If the space above the "Subject" or the addressee's name has been
used for identifying "FOR OFFI Cl AL USE ONLY" correspondence, type the
speci al service instruction two |lines under the signer's title, or under
"Encl osures. "

(7) Subject. Begin typing the "subject" of an informal letter three spaces
after the colon. |If the letter concerns a borrower, type the borrower's nane
and case nunmber as the "subject," showing the [ast name first.

(8) Addressing letters. Wen using wi ndow envel opes for formal letters, the
addressee's nanme and conpl ete address, including ZIP Code, will be typed on
the 14th line fromthe top of the paper. The address portion should not
exceed five vertical typing lines to fit within the wi ndow of the envel ope.

On informal letters, start typing the name of the addressee opposite the "TO"
caption. (See Exhibit A of this Instruction.)

(9) Date. Date stanp or type the name of the nonth in full (do not
abbreviate) and the day and year in nunerals. |If the date the letter will be
signed is known, start typing the date:

(a) On informal letters the date shall be two |ines down fromthe
letterhead. (See Exhibit A of this Instruction.)

(b) On formal letters the date will be placed three lines under the
letterhead. (See Exhibit B of this Instruction.)

(c) If the date is onmitted at the time of typing, it may be stanped
after the letter has been signed.

(10) Sender's reference (optional). ©On outgoing informal letters, the
sender's reference nay be used on an optional basis. The office synbol and/or
nanme of the individual to whomthe reply should be sent may be shown by typing
"REPLY TO ATTN OF: " opposite the "TO " caption, approximately 4 inches from
the right edge of the paper. (See Exhibit A of this Instruction.)

EXAMPLE: REPLY TO ATTN OF: WD (OR
REPLY TO ATTN OF: WAD: B.E. denn

(11) Salutation and conplinmentary close. Wen witing a formal letter, the
following will apply:

(a) Salutation. The salutation (followed by a ":") will be typed two
lines below the inside address. (See Exhibit B of this Instruction.)

(b) Conplinmentary close. The conplinmentary closing "Sincerely" is
generally used for formal letters and will be typed two |lines bel ow the
last line of the letter, flush with the left margin. (See Exhibit B of
this Instruction.)
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(12) Response to incoming correspondence. The first paragraph of letters
respondi ng to i ncom ng correspondence should show the nature of the incom ng
letter. In replying to congressional letters, include the constituent's ful
nane, city, and state.

(13) Use of "RURAL DEVELOPMENT" Acronym Wen Rural Devel opnent is nentioned
in correspondence, the conplete title will be spelled out. The acronym "RD"
may only be used when referring to specific RD Instructions.

(14) National Ofice. For the convenience of field offices, a listing of
nanes of NO division and staff offices showi ng abbreviations is contained in
Exhibit F of this Instruction

(15) Double or single spacing. Double spacing may be used when the text of
the letter consists of one paragraph and is 10 lines or less. Double spacing
shoul d be used when preparing drafts with triple spacing between paragraphs.
O herwise, letters will be single spaced with double spacing between

par agr aphs.

(16) Contact reference in text of letter

(a) In preparing letters to the public, other Governnment agencies, and
Rur al Devel opnent offices, include the nane, address, and/or tel ephone
nunber the recipient may contact for nore informati on when appropriate.

(b) In witten replies to oral or tel ephone requests, identify the
requester in the text of the letter, or address the letter to the
attention of the individual who made the request.

(17) Letters addressed to the NO Letters addressed to the NOw Il be
addressed to the pertinent division, including the STOP number. |In addition,
when the sender knows it, the correspondence nay be sent to the attention of
t he individual concerned.

EXAMPLES: Address for letters Dl RECTOR, BUDGET DI VI SI ON
sent by pouch nail (prepare STOP 0722
a separate envel ope
for each STOP code.)

Address for mail not sent Dl RECTOR, BUDGET DI VI SI ON
by pouch mail and a | abel RURAL DEVELOPMENT

or separate envel ope is STOP 0722

prepared or a w ndow 1400 | NDEPENDENCE AVE SW
envel ope i s used. WASHI NGTON DC 20250- 0722

(10-08-03) PN 364
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(18) Enclosure(s)/separate cover.

(a) Wen naterial acconpanies a letter, identify it in the text or in
the bottom notation as an encl osure(s).

(b) Wen an enclosure, is identified in the text, type the word

"Encl osure" flush with the left margin, two Iines below the |ast Iine of
the signer's title. For nore than one enclosure, use the plural form
and indicate the nunber of enclosures as "3 Enclosures.”

(c) Wen an enclosure(s) is not identified in the text, type the
notation as indicated in the exanple below. Under the notation, flush
with the left margin, |ist each enclosure on a separate line. Describe
each enclosure by title or in as few wrds as are needed to identify it.
If nore than one line is needed to identify an enclosure, begin
succeedi ng lines indented two spaces.

EXAMPLE: 3 Encl osures:
Form Letters Handbook
Plain Letters Panphl et
Organi zational Chart, U S. Departnent
of Agriculture

(d) When naterial referred to in the text is to be sent under separate
cover, type "Separate Cover:" flush with left margin, two |lines bel ow
the signer's title or the enclosure notation, if used. List the

mat eri al whether or not identified in the text. Send a copy of the
letter with the material sent under separate cover.

EXAMPLE: Separate Cover:
Form Letters Handbook
U. S. Government Correspondence Manual - 10 copies

(e) If typing the notations flush as prescribed in paragraphs (c) and
(d) of this section with the left margin below the signer's title would
require starting a new page, type themdirectly opposite the signer's
nane and title, starting at the center of the page on the sane line with
the signer's typed nane.

(19) Avoid long letters. Wen a letter includes detailed information such as
statistical data, listings, reports, etc., include this information to the
ext ent possible as an encl osure.
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(20) Succeeding pages. The text of the letter nmust be arranged to
allow for a minimumof two lines to be carried over to the next page.
VWhen nore than one page is required, print the succeedi ng pages of the
letter on white bond paper. Starting with the second page, type the
nane only of the addressee exactly as it is shown on the first page,
lines fromthe top edge of the page, flush with the left margin. Type

t he page nunber on the sanme line, flush with the right margin. Continue
the text two lines below the nanme of the addressee, allow ng side
margi ns of at least 1 inch and bottom margins of 1 inch.

Si X

(0]0 )

(10-08-03) PN 364
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TWO- LETTER STATE ABBREVI ATI ONS

Feder al
the United States,
Ri co,
on the envel ope itself.

Quam

CGover nrent agenci es nmay use two-letter abbreviations of the States of
the District of Colunbia,
and the Virgin Islands,

t he Commonweal th of Puerto

but only in the address portion of a letter and

Col or ado

Del awar e
District of Columbia ..
Fl ori da

| owa
Kansas
Kent ucky

Loui si ana
Mai ne
Mar yl and
Massachusetts
M chi gan

M nnesot a
M ssi ssi ppi
M ssouri

Montana ........... MT
Nebraska .......... NE
Nevada ............ NV
New Hanpshire ..... NH
New Jersey ........ NJ
New Mexico ........ NM
New York .......... NY
North Carolina .... NC
North Dakota ...... ND
Chio .............. H
Gkl ahoma. . ......... K
Oregon. ............ R
Pennsyl vania ...... PA
Puerto Rico ....... PR
Rhode Island ...... RI

South Carolina .... SC
Sout h Dakota ...... SD
Tennessee ......... TN
Texas ............. TX
Uah .............. ur
Vernmont ........... VT
Virginia .......... VA
Virgin Islands .... VI

Washi ngton ........ WA
West Virginia ..... W/
W sconsin ......... W

Wwomng ........... Wy

(10-08-03) PN 364
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NATI ONAL OFFI CE ABBREVI ATI ONS
Oper ati ons and Managemnent oM
Deputy Admi ni strator for Operations and Managenent DAOM
Cvil Rights Staff CRS
Ofice of the Chief Financial Oficer OCFO
Ofice of the Deputy Chief Financial Oficer ODCFO
Budget Di vi sion BU
Fi nanci al Managenent Divi sion FND
Pol i cy and Anal ysis Division PAD
Assi stant Administrator for Procurenent
and Administrative Services AAPAS
Procurenent Managenent Divi sion PND
Support Services Division SSD
Property and Supply Managenent Divi sion PSNVD
Ofice of the Chief Information Oficer clo
Management Control Staff MCS
Cust onmer Services Division CsD
Management Servi ces Division MSD
I nf ormati on Technol ogy Divi sion | TD
I nf ormati on Resour ces Managemnent | RM
Assi stant Administrator for Human Resources AAHR
M ssion Area Personnel Services Division MAPSD
Human Resour ces Trai ni ng Division HRTD
Labor Rel ations Staff LRS
Headquarters Personnel Services Branch HQPSB
Legi sl ative and Public Affairs Staff LPAS
O fice of Community Devel oprent oCD
Enmpower ment Program Di vi si on EPD
Conmuni ty Resource Devel oprment Di vision CRD
Policy and Pl anni ng Staff PPS
Nati onal Rural Devel opment Partnership NRDP
Rur al Busi ness- Cooperative Service RBS
O fice of the Adm nistrator oA
Resour ce Coordination Staff RCS

(10-08-03) PN 364
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Deputy Admini strator for Business Prograns
Speci al Projects/Prograns Oversight Division
Busi ness and I ndustry Division
Specialty Lenders Division

Deputy Admi ni strator for Cooperative Services
Statistics
Cooperative Marketing Division
Cooper ati ve Resources Managenent Divi sion
Cooper ative Devel opment Division

Nati onal Sheep Industry | nmprovenent Center
Rur al Housing Service
Ofice of the Adm nistrator

Program Support St aff
Management Support Branch

Deputy Administrator for Single Fam |y Housing
Single Fam |y Housing Direct Loan Division
Single Fam |y Housi ng Guarant eed Loan Divi sion

Deputy Administrator for Multi-Fam |y Housing
Mul ti-Fam |y Housing Processing Division
Mul ti-Fami |y Housing Portfolio Managenent Division

Deputy Admi nistrator for Community Prograns
Guar ant eed Loan Division
Direct Loan and Grant Processing Division

Centralized Servicing Center
Rural Wilities Service

O fice of the Adm ni strator
Fi nanci al Services Staff

Assi stant Administrator for Program Accounting
and Regul atory Anal ysis
Program Accounting Services Division
Program Devel opnent and Regul atory Anal ysis

Assi stant Administrator for Electric Program
Nort hern Regi onal Divi sion
Sout hern Regi onal Division
Power Supply Division

DABP
SPPCD
Bl D
SLD

DACS
SS

PSS
VEB

DASFH
SFHDLD
SFHGLD

DAMFH
MFHPD
MFHPNVD

DACP
G.D
DLGPD

RUS

FSS

AAPARA
PASD
PDRA

NRD
SRD
PSD
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El ectric Staff Division ESD
Assi stant Adni nistrator for Tel ecommuni cati ons AAT
Eastern Area Tel econmuni cati ons EAT
Sout hwest Area Tel econmuni cati ons SVAT
Nor t hwest Area Tel ecomuni cati ons NWAT
Tel ecommuni cati ons St andards Di vi si on TSD
Advanced Services Division ASD
Pr ogram Advi sor PA
Assi stant Administrator for Water and Environnental Prograns AAVEP
Wat er Prograns Division WPD
Engi neeri ng and Environnental Staff EES
Nat i onal Food and Agricul ture Counci l NFAC
o000
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PRESTAMPED PENALTY ENVELOPES

Prest anped Penalty Envel opes are avail able through the U S. Postal Service
(USPS) and may be used only in conjunction with the O ficial Business of Rura
Devel opnent .

Prest anped Conmerci al Envel opes.

(a) Prestanmped conmercial envel opes can be ordered by State Offices in
addition to the comrercial Ml Stanps to be used at tinmes when
equi prent i s out of order

(b) Each State Ofice will be responsible for ordering the prestanped
envel opes. There are two options: via the internet at www. usps.com or
purchasing at the |ocal post office. The prestanped comrercial envel opes
must be ordered with the return address of the field office, which wll
use the envel ope.

(c) The prestanped comercial envel opes are accountable itenms and nust
be treated the same as cash. An audit systemmust be in place to
account for the envel opes.

(0]0 )
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THE PROPER WAY TO ADDRESS AN ENVELOPE

ATTN: MR JOHN DCE
ACVE COVPANY

PO BOX 850

BOZEMAM MI' 59771- 0850

Thi s box depicts the suggested address area as outlined in the Domestic Mai
Manual

This envelope will be delivered to the address that appears on the |ine
directly above the City, State, and ZI P Code line of the address. 1In this
case, the envelope will be delivered to the post office box.

Al so, please note the way the address is constructed. The address appears in
all capital letters, with no punctuation, the State abbreviation is used, and
the ZI P+4 Code is also shown. The attention |ine appears one line bel ow the
conpany nanme. This is the format that the United States Postal Service
recormends all nmailers use to take advantage of their automated systemns.

Pl ease follow this format in all correspondence.

NOTE: Not hi ng shoul d appear below the City, State, and ZI P Code
l[ine. This enables the Post Ofice to bar code the mail
for a nore efficient delivery.

o000
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